
HOW TO COMPLETE A FOOD 
ORDER

AFMIS





1. First you will need to have a 5913 Request :

- Please ensure that this has been filled out correctly:
- Double check your dates
- Double check your grand total #s
- Please make sure to label IDT OR AT 
ϝϝϝL5¢ ŀƴŘ !¢Ωǎ ƴŜŜŘ ǘƻ ōŜ ǎǳōƳƛǘǘŜŘ ǎŜǇŀǊŀǘŜƭȅ ŀǎ 
these are funded from separate accounts***

- What location are you drilling at?
- Muta? Mandatory overnights?
- Meal Plan

THIS MUST BE SIGNED BY YOUR COMMANDER, THIS CAN 
NOT BE SIGNED BY ANY FULL TIME STAFF. 



2. LOG INTO AFMIS 
ϝLŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀŎŎŜǎǎ ǘƻ 
AFMIS please notify the J4 
Food Service office we will 
send instructions on how to 
register so we can give you 
access to the companies 
you will need. 

3. Verify the unit you are 
ordering for.

4. GROCERY SUPPORT

5. GENERATE GROCERY 
ORDER 



6. RDD (Requested Delivery Date)

* Most armories have a specific 
date already you can find this 
information on the National 
Guard Deliveries (attached)

* IF YOU NEED a different date 
please email that information to 
the J4 office when your 
submitting your 5913 Request. 

7. ADD YOUR DRILL DATES AND 
HIT CONTINUE



8. ENTER IN YOUR MEALS

- MENU: AT, IDT, Heat and 
Serve, Special Activity, Bag 
lunch, Burger/Brat

- Must follow meal 
authorization (see attached) 

- MEAL DATE (FIRST MEAL)
- WHICH MEAL 

(Breakfast, Lunch, Dinner)
- MENU NAME
- MENU DAY 

- THEN HIT ADD:

*BECAUSE LUNCH AND DINNER BDFA ARE THE SAME PRICE YOU MAY ORDER 
LUNCH FOR DINNER OR DINNER FOR LUNCH*



9. ENTER IN YOUR 
PROJECTED HEADCOUNT OFF 
YOUR 5913 REQUEST

*PLEASE DOUBLE CHECK 
THIS PAGE, AFTER YOUR 
GENERATE YOU FOOD ORDER 
NO CHANGESCAN BE 
MADE*

10. GENERATE YOUR ORDER

11. TO EDIT YOUR ORDER 
CLICK ON EDIT GROCERY 
ORDER 

THIS SCREEN WILL POP UP:



*SAVE OFTEN* SAVE OFTEN * SAVE OFTEN * SAVE OFTEN * SAVE OFTEN * SAVE OFTEN * SAVE OFTEN *

Few things to note on this page:

ÅHere is where you change IDT / AT under Account 

ÅThis also gives you your budget under Projected Cost / Earnings: ($1736.00 for this order)
Å (BDFA ςthis is a set standard: Breakfast $2.17, Lunch & Dinner $4.34) 
ÅYou are allowed an additional $200.00 for condiments and enhancements (if your over you will be asked 

to make changes to your order ςplease double check this)



Few things to note on this page: 
- IŜǊŜ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŀŘŘκŘŜƭŜǘŜ ƛǘŜƳǎ ŦǊƻƳ ǘƘŜ ƻǊŘŜǊΦ  /ƘŜŎƪ ȅƻǳǊ ƛƴǾŜƴǘƻǊȅ ǘƻ ǊŜƳƻǾŜ ǘƘŜ ƛǘŜƳǎ ȅƻǳ ŘƻƴΩǘ ƴŜŜŘΦ

- Delete Items: Click on the small back next to the item, at the top of the box hit 

- Add Items: Click on the little binos, 
Search by : Item Name
±ŀƭǳŜΥ ²Ƙŀǘ ŜǾŜǊ ȅƻǳǊ ƭƻƻƪƛƴƎ ŦƻǊΧΦΦ

- Click on the little green arrow to add to order. 



Few things to note on this page:
- Select your Cardholder 

(if this information is incorrect it can be updated under Card Holder Maintenance on the Main page) 

- MIPR wont be used 



Few things to note on this page:

Supplier Info:                                                                                      Unit Info: 

- Supplier will always be Sysco - This information is auto populated if incorrect please
notify the J4 office and send the correct              
information so we can get it updated



Few things to note on this page:

{ILt ¢h [h/!¢LhbΥ LŦ ǘƘŜ ƭƻŎŀǘƛƻƴ ȅƻǳǊ ƭƻƻƪƛƴƎ ŦƻǊ ƛǎƴΩǘ ƻƴ ǘƘŜǊŜ ADD IT! 

ADD: Ship to Maintenance
Name: 10-144
Address: 15000 Hwy 115
City: Little Falls
State: MN 
Zip Code: 56345



This is your page to give me any note on your order:

Examples: 
*Change the delivery date to XX/XX/2018
*No Salad dressing orders will use what we have in inventory
*Requested Soup/Coffee as we have SM down range overnight
*Changed Cod meal to Fish Tacos, added Tortilla, and other taco items
* Mandatory Overnights, 100 SM 
* Consolidate Mess for A Co & B Co 

IF YOU KNOW YOUR ORDER IS READY TO BE SUBMITTED, Print your detail (add order in to Sysco) and 
SUBMIT, AFTER YOUR ORDER HAS BEEN SUBMITTED (BOTH AFMIS AND SYSCO) EMAIL YOUR 5913 REQUEST 
TO J4 STATING: TSU order is pending approval both AFMIS and SYSCO orders have been submitted. 





Prior to drill you will need to log into AFMIS and print off 
the production schedule for your Food Service Binder.

PRODUCTION SCHEDULE

Search your dates that you had the meal, and it will pop up 
under Number of Production schedules: Edit 



SERVING PERIOD: Add the times of the meal [1200] ς[1300]

If you know who you would like to prepare the items there names can be added here. If you need to change items on the 
production schedule, you can add the recipe here. 



GENERATE KITCHEN REQUSITIONS: 

After you have all your production schedules completed and 
saved, Click on the little white box to highlight them all and 
hit 

Å You will not be able to complete any of this unit your 
order has been approved by FPMO*

After you have updated everything you can click on 
the           and print all your production schedules  

If you print them and its cut off on 
the right side, check your printer
setting make sure the *Choose 
Paper source ƛǎƴΩǘchecked* 





LC ¸h¦ I!±9bΩ¢ D9b9w!¢95 ¸h¦w 
KITCHEN REQUSITION DO THAT NOW! 

1. Main Menu
2. Production Schedule (search your meal dates)



KITCHEN REQUISITIONS AND RETURNS

SEARCH FOR YOUR MEAL DATES

EDIT TO FINALIZE: Click on the pencil



1. The Est Qty: Is the items you received on your order
2. Act Qty Issues: The actual # of items you received
3. Act QTY Returned: The number of items you have left

(Most people will zero this balance out)
4. FINALIZE (next page) (Top Right Corner) 

1.       2.       3.



IF YOU SEE THE GREEN CHECK MARK YOUR
KITCHEN REQ WAS FINALIZED 

AFTER YOU HIT FINALIZE YOU WILL GET 3 
DIFFERENT PAGES ASKING QUESTIONS: 

Have all subsistence items been included 
on this Kitchen requisition? ςYES
- Do you want to finalize this kitchen 
requisition ςYES 
- Do you want to process another ς[ if you 
have no more it will bring to main page] 


